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Prepared by the Naval Education and Training Program Managenent
Support Activity, Pensacola, Florida

Congratulations! By enrolling in this course,

you have denonstrated a desire to inprove

yoursel f and the Navy. Renenber, however, this self-study course is only one part of the

total Navy training program Practical

experience, schools,

sel ected reading, and your

desire to succeed are also necessary to successfully round out a fully meaningful training

program
HOW TO COVWPLETE THI S COURSE SUCCESSFULLY

ERRATA: If an errata cones with this course,
make all indicated changes or corrections
before you start any assignnent. Do not
change or correct the Training Manual
(TRAMAN) or assignments in any other way.

TEXTBOOK ASSI GNMENTS: The TRAMAN for this
course is Journalist 1 & C, NAVEDTRA 12706.
The TRAMAN pages that you are to study are
listed at the beginning of each assignment.
Study these pages carefully before attenpting
to answer the questions in the course. P a vy
close attention to tables and illustrations
because they contain information that will
hel p you understand the text. Read the
| earning objectives provided at the beginning
of each chapter or topic in the text and/or
preceding each set of questions in the
Course. Learning objectives state what you
should be able to do after studying the
mterial. Answering the questions correctly
hel ps you acconplish the objectives.

BLACK DOT | NFORMATI ON: Bl ack dots (@) may be
used in the text and correspondence course to
emphasize i mportant or suppl ement al
information and to highlight instructions for
answering certain questions. Read these
bl ack dot entries carefully; they will help
you answer the questions and understand the
material.

SELECTI NG YOUR ANSWERES: After studing the

TRAMAN, you should be ready to answer the
questions in the assignment. Re a d each
question carefully, then select the BEST
answer. Be sure to select your answer from
the subject matter in the TRAMAN. You may
Refer freely to the TRAMAN and seek advice
and information fromothers on probl ens that

You have taken an inportant step in self-inprovement. Keep up the good work.

nmay arise in the course. However, the
answers must be the result of your own work
and decisions. You are prohibited from
referring to or copying the answers of
others and from giving answers to anyone
el se taking the same course. Failure to
foll ow these rules can result in suspension
from the course and disciplinary action.

SUBMI TTI NG COMPLETED ANSWER SHEETS:

Conmplete all assignnents as quickly as
possible to derive maxi num benefit fromthe
course. As a mnimm you nust subnmit at
| east one assignnent per nonth. This is a
requi renent established by the Chief of
Naval Education and Training. Fail ure to
meet t hi srequirement could result in
di senrol I nent from the course.

TYPES OF ANSWER SHEETS: If you are a U S

Navy enlisted nmenber on active duty or a
drilling U S. Naval Reserve enlisted nenber,
you shoul d use the answer sheet attached at
the end of this course and follow the
instructions in section A below. If you are
an enlisted U S. Naval Reserve nenber who is
not attached to a drilling unit or if you
are an officer, a civilian, or a menber of
the U S. Arny, Air Force, Marine Corps, or
Coast Cuard, you should use the Automatic
Data Processing (ADP) answer sheets included
inthe course package and follow the
instructions in section B.

Answer _ Sheets

A . Manually Scored

If you are a U S. Navy enlisted nenber
on active duty or attached to a U S. Naval
Reserve drilling unit, your course wll be
adm nistered by your local command. Y o u
must use the answer sheet designed f o r
manual scoring, NETPMSA form 1430/5, Stock



Ordering Nunmber 0502-LP-216-0100. You may
get a supply of the forms from your
Educational Services Oficer (ESO, or you
may reproduce the one in the back of this
course bookl et. DO NOT USE THIS FORM FOR
COURSES ADM NI STERED BY NETPMSA.

Recor di nq Information on t he
Manually Scored Answer Sheets: As you
conpl ete each assi gnment, submi t t he
conpl eted answer sheet to your ESO for

grading. You may subnmit nore than one answer
sheet at a tine. Rermenber, you must submt
at |least one assignnment each nonth.

G ading: Your ESO will grade each
answer sheet and notify you of any incorrect
answer s. The passing score for each
assignnent is 3.2. If you receive less than
3.2 on any assignment, the ESO will list the

guestions you answered incorrectly and give
you an answer sheet marked “RESUBM T.” You
must redo the assignnent and conplete the
RESUBM T answer sheet. The naxi mum score you
can receive for a resubnitted assignment is
3.2

Course Conpl etion: After you have
subnmitted all the answer sheets and have
earned at least 3.2 on each assignnent, your
command should give you credit for this
course by meking the appropriate entry in
your service record.

Student Questi ons: If you have
guestions concerning the administration of
this course, consult your ESO

B. ADP_Answer _Sheet s

are an enlisted US. Naval
who is not attached to a
drilling reserve wunit or if you are an
officer, a civilian, or a menber of the U S
Arny ., Air Force, Marine Corps, or Coast
Guard, use the ADP answer sheets provided in
your course package. You should use one
bl ank original ADP answer sheet for each
assignment. Use only the original ADP answer
sheet provided in your course package;
NETPMSA wi ||l not accept reproductions.

If you
Reserve nmenber

Information on the ADP
Answer Sheet s Follow the “ MARKI NG
I NSTRUCTI ONS” on each answer sheet. Be sure
that blocks 1, 2, and 3 are filled in

correctly. This information is necessary for

Recor di ng

your course to be properly processed and for

you to receive credit for your work.
As you work the course, be sure to mark

your answers in the course booklet because
t oyour answer sheets will not be returned to
you . \When you have conpleted an assignnent,
transfer your answer from the course bookl et
to the answer sheet.

Miiling the Conpleted ADP Answer
Sheets: Upon conpleting an assignnent, nmil
the conpl eted answer sheet to:

COVMMANDI NG OFFI CER

NETPMSA CODE 074

6490 SAUFLEY FIELD RD

PENSACOLA FL 32559-5000
Use envelopes to mail your answer sheets.

You nust provide your
request them from your ESO You may enclose
nore than one answer sheet in a single
envel ope. Remenber, regardl ess of how nany
answer sheets you subnmit at a time, NETPMVSA
shoul d receive at |east one assignment a
mont h.

own envel opes or

NOTE : DO NOT USE THE COURSE COMMENTS
PAGE AS AN ENVELOPE FOR RETURNI NG ANSVER
SHEETS OR OTHER COURSE NATERI ALS.

G adi ng: NETPMSA will grade the
answer sheets and notify you by letter
concerning your grade for each assignhnent,
your incorrect answers, and your final
grade. The passing score for each
assignment is 3.2. If you receive |less than
3.2 on any assignnment, you nust rework the
assi gnnent . NETPMSA wi Il encl ose a new ADP
answer sheet in the letter notifying you of

the questions you answered incorrectly.
You will be required to redo the assignnent
and resubnmit the new answer sheet. The
maxi mum score you can receive for a
resubmtted assignnent is 3.2.

Course Conpletion: When you
conplete the last assignnent, fill out the
“Course Conpletion” formin the back of the
course and enclose it with your |ast answer
sheet . NETPMSA will issue you a letter
certifying that you satisfactorily conpleted
t he course. You should nake sure that
credit for the course is recorded in your
service record. YOU MAY RETAIN THE TEXT.




NOTE : YOUR OFFI CI AL COURSE COVPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNMENT 1S
PROCESSED THROUGH THE NETPMSA ADP SYSTEM - NOT
THE DATE YOU DEPCSI T THE LAST ASSI GNMENT | N
THE MAI L. This is especially inportant if
you are taking the course for Naval Reserve
Retirenent credit. You nust mail your answer
sheets at least 60 days before your
anniversary date. This will provide you with
enough time for delays in the mil or
reworking failed assignnents. DO NOT MAI L
YOUR ASSIGNMENTS TO THE NAVAL RESERVE
PERSONNEL COWWAND ( NRPC) .

St udent Quest i ons:
concerning this course to
mail (use the address on page
t el ephone: DSN 922-1366 or
452- 1366.

Ref er questions
NETPMBA by
ii) or by
commerci al (904)

NAVAL RESERVE RETI REMENT CREDI T

If you are a nenber of the Naval
Reserve, you will receive retirenent points
if you are authorized to receive them under
current directives governing retirement of
Naval Reserve personnel. For the purpose of
Naval Reserve retirement, this edition of the
course is evaluated at 15 points. These
points are creditable only to personnel
eligible to receive them under current
directives governing retirenent of Naval
Reserve personnel. Points will be credited
in units, as follows:

Unit 1 - 12 points
compl etion
1 through 7.

upon
of

satisfactory
assignments

Unit 2 - 3 points
conpl etion of

8 and 9.

upon satisfactory
assi gnnent s

NCOTE : YOUR OFFI CI AL COURSE COVPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNMENT | S

PROCESSED THROUGH THE NETPMSA ADP SYSTEM - NOT
THE DATE YOU DEPCSI T THE LAST ASSI GNVENT I N

THE MAI L. Refer to the Course Conpletion

par agraph under section B. ADP___Answer
Sheet s.

COURSE OBJECTI VES

In conpleting this Nonresident Training

Course (NRTC), vyou wll denpnstrate a
know edge of the subject matter by correctly
answering questions on the followng:

Public Affairs Ofice Managenent; Public
Affairs In Adverse News Situations; The
Command | nformation Bureau; Media Relations;
Community Relations and Special Events;
Speeches; Newspaper St af f Super vi si on;
Broadcast Managenent; and Audi ence Surveys.



(U) Naval courses may include several types of questions-multiple-choice, true-false, matching, etc. The
guestions are not grouped by type but by subject matter. They are presented in the same general sequence as the
textbook material upon which they are based. This presentation is designed to preserve continuity of thought, per-
mitting step-by-step development of ideas. Not all courses use all of the types of questions available. The student
can readily identify the type of each question, and the action required, by inspection of the samples given below.

MULTIPLE-CHOICE QUESTIONS (U)

(U) Each question contains several alternatives, one of which provides the best answer to the question. Select
the best alternative, and blacken the appropriate box on the answer sheet.

SAMPLE (U)

s-1. Who was the first person appointed Indicate in this way on the answer sheet:
Secretary of Defense under the
National Security Act of 1947?

1. George Marshall ’i‘ 12-"‘

3 4
2. James Forrestal
3. Chester Nimitz s-1 D - D D - -
4. William Halsey

TRUE-FALSE QUESTIONS (U)

(U) Mark each statement true or false as indicated below. If any part of the statement is false the statement
is to be considered false. Make the decision, and blacken the appropriate box on the answer sheet.

SAMPLE (U)

s-2. All naval officers are authorized to Indicate in this way on the answer sheet:
correspond officially with any systems
command of the Department of the
Navy without their respective com- _} 12: 3 4
manding officer's endorsement.
o 2 O M O . __
2. False

MATCHING QUESTIONS (V)

(U) Each set of questions consists of two columns, each listing words, phrases or sentences. The task is to
select the item in column B which is the best match for the item in column A that is being considered. Items in
column B maybe used once, more than once, or not at all. Specific instructions are given with each set of questions.
Select the numbers identifying the answers and blacken the appropriate boxes on the answer sheet.

SAMPLE (U)

(U) In questions s-3 through s-6, match the name of the shipboard officer in column A by selecting from column
B the name of the department in which the officer functions. Some responses maybe used once, more than once,
or not at all.

A. OFFICER B. DEPARTMENT Indicate in this way on the answer sheet:

s-3. Damage Control Assistant 1. Operations Department

s-4. CIC Officer 2. Engineering Department s-3 o
s-5. Disbursing Officer 3. Supply Department s-4
s-5 -

s-6. Communications Officer

oo -
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